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PITIE OF ASSIDEMENT ASSIGNED 70 L SPATUS AND RESULTS
25X1 I. Vital Records ] 1. Reviewed and approved a Vital Records Deposit Schedule
for SOVMAT/00. A

2. Reviewed a revised vitel Records Deposit Scheduls for
mmﬂ“mmﬂmﬂmen
propossle for changes. Behedula will be approved when
changes are received.

3 mvzmmmmummmmb
wide Records Managewent Sewcinar.

25X1 II. Records Disposition 1. Appoved a revision in the Records Cootyol Schedale

for ons branch in CHBH.

2. mmamumarmmcmmsmm
mmmmmmamMmm
of cartain informtion and intelligence reports that
have been microfileed.
3. mmnwmamumwmim 25X1
of Becords Control Schedule for Byecutive Registry.

k. Assisted ARO/OIR to dreft a revision in the Records
Control Schedule for[ |

S Wmmmiumwmmupmm
Foreign Governments with our cleared representative
at the National Archives, Mr. Exauskopf. He adviaed the
rmtmdmnrmruv&wmmwmdmmy
reports. The OCR schedule was revieed accordingly.

6. Informed the Hational Archives that this Agency does
not comeur in their request for the declassification
of certain 083 documents.
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III. Forns Management |:| 1.

2.

3.

4,

S

6.

1.

8.

2.

(=

Deaignad 11 nev forzs and revised 19 exigting forms.

Fevised Forw 1337: Printing Request for RIS Final
Ingsert Meps for OBI. This simplifies the writing of
pristing instructions, slisivates one pevt of the
st formerly required apd elimirabies two officisl
forms. Savings smounts to $380.

Revised ¥orm 1770, GR Transwittsl Shest and reduced
it in sise from 8 x 195 to 5 x 8.

Designed 4 new form, Graphles Begister losn Slip.
Thin form elimingtes weworanioms end telephone calls.

Revised 6 forme for TAS, Office of Comptroller to
provide better field reporting.

Wemmmmum,mt

Designed n tarves part Project Documsst Heceipt for
OSA/IDS&Y. This form will be used whem operating

L : |with industrygsed other

Deaigred Yorm 2155, Esployee Quarters Sussary for
Real Bstete Coostructlon Division, O/L. This fora
used to survey and evaluste housing and guarters

mlintained by Agency employees in the figld.

Congpleted 1k new and T revised forms.

Desighed & new Fora S01la, Beport of Esployee Emergency.
This fora requasted by the DDS to b used a6 8 report-
ing device for significant exployee emergenciss. I3
wvill originste in the Office of Parsconal, Medical

Btaif or Gffice of Sscurity.
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26X1 Lo Janagement 3- W ,,J:g;“;i&*d (RR. This fora is an impud
(contimed) nedia to ADP equipsent.

Desigoed Fora 21 mmmwwmnmmr
* mmﬁ&mmmammm¢

Freparad Fors 215%2% 21520 snd 2152¢ for

> mmmm'muih,am hese are 5 % 8
mmm‘m,immumm
of £ilm.

6. Desigoed Pora 2169, FAIS Request Tor and Anthorization

. Prepared Form 2154, penta Insurance Applicstion form
T for Office of Personnel.

. Preyared Form 2159 Miwmmt?mms
° Mwmsu’ﬂ,mulm.

. Prepared Yora Z160 PRYD Rederral Record. IU serves
? mamﬂﬂMth&m.

. Porn 2161, Request for Expedite Interpretation
10 mmﬂ %s. It replaces s bookleg fora which
was imgroperly ummmwmw.

12. Wmmm,mmmmm
#liming w&sfmlxrwm&. tonsiderable
mmg&nummﬂhmmumm.

-3

e

Approved For Release 2005/11/21:: CIA-RDP70-00211R000500090003-3 _ ..




[ —— N

DP?0-0021 1R000500090003-3

~ Approved For Release 2005/ /21 ::C

Yo I
; ; : e 25X1
25X1 III. Forss Mansgement | 13. Processed @ revision for Form 281, Request for
{contiomed) Mvance of Funds. Becsuse the fors wes well designed
by the Comptroller Records Officer,[ | wvmry
1itkle work was required by ue.
1k, Revised Form 140, Records Retirement Request.
15. FProcessed s revision of Form 563, Scheduls of
Advances, to provide for change in shipping category
fron Confidential Poueh 4o Unclassified channels.
16. Processed revision of Fora 5i0s, Travel Order Workshset.
‘This conforss vith recent revision of Traval Order.
1T7. Processed revision of Yora 53b, Continustion of Dispetch
Index Inforsetion., This elinisetes 32,000 pleces of
paper in the DIP Aves.
25X1 IV. Records Masgeoent 1. Mr. Jack Sleke bas requested that we meet with hiam
Survey (H0832) on 12 Rovenber to fimlize the Records Control Schedule
we subnitted to them.
¥« Correspovdence 1. ¥o resypoose from Handbook submified to Regulations
Handbook Control on 12 Augast 1963.
Vi. Melil Menegenent 1. Project suppendsd temporsrily becmuse of Jury Duty.
Handhook
YII. Survey of Fuorms 1. Completed survey of wost of the ALR Staff; work will
& Related Drocxives be finished afber they move to Y Froghill Building.
Start) Also cogploted survey in Peychistric Staff.
VIII. PFiling Bquipment 1. Approved a requisition for End Peosin for an existing 25X1
& Bupplies shelf file installation in OBR.

m;mm:mmmmuF
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25X1 ng Equiyaent " slease 3. Made s Survey of ares vhere aimm personnel
V:H.mmning Mmmmmmmo:m.

. o [ |end sibnitted 2 plans to relieve thelr 25X1
present file probles. Using conventionel shelf

£iling, they can gain 250 cu. f. of file spece

and muve sbout $15,000 in eguipment coupared to

what they nov hawe.

k. Approved a regquisition from Office of fecurity
for 2 special Rol-Dex ceblnets.

5 anmmsmmmmm

for HPIC.

Opers . Headquartere offices tranaferved 1286 cu. ft. of in-
= - mﬁm“m * m«mmmm.mmmwégo

mwz“&n ‘ b drawer mafes with a replacemsnt value of $72,000.

2. mmmcmmmwmmﬁrm~
fer TLY cu. 4, of yecords; the oet gain thal&mwmd
for the sonth wes 567 cu. ft. and total holdings
m&l,ESOw- £%.

. mmwmmmmms
3 ;lf,(mmm £t. as coupared to 357 eu._|é‘:.
per monkh fur the sawe period (uiy - ¥ov) FY '63.

b, mmmmwm,mm;w
Mmmcmmwo&nm,

. vas cade o | | 25x1
’ ﬁl‘rmmm hundred Picture fplders for the
Office of Sseurity Dadge Office. These holders
mmmmmtmww::a
mméxmmlt:ummﬁwmnau ;
miﬁmﬁmmmmbﬂymow.
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25X1 IX. Operation of | / 6. M; ous mquast, [ | office of Computer
Archives & Records // Bervices, revieved several hundred reels of
Center {continued) /7 Mierofiln to deternmine if there wers sny signs

{;" of deterioration. Spote wers found om 2 resls but

the sericusnese of the condition has not been
determined. 'This wes done as a resuld of a recent
fipding in Government and in Induastry that eertain
types of microfiles are deteriorating.

T» Toirty-three Agency officials viaited the Records
Center during the month., Fiftsen of these were
fros FE/ODP who came to review their Vital Records
and get a general briefing on the operation of the
Recoxds Center,

X. Miscellaneous 1. [ attended a meeting5)®| the Forme
Hepsgeoent Councll at the Watiorsl Archives.

2. Representatives from Office of Security and Office
of Comsmnications attended the monthly meeting of
Interagency Records Administretion Conference (IRAC)
at the Hatiooal Archives with e to hear Dr.
Betbaniel Stawrt from Agency for Iatervational
Devalopoent to speak on "The Art of Selling Records
Hexmgeeent ~~ Promoting Good Records Management
Principles and Practices.t

3« Thirty-pine representatives from Agency components
attended the Agency Records Mansgerent Cfficers
Conference ca 30 Oct, The following itess were

25X1 discussed: New Document and Courier Receipt Form
and Merofila deterioration probiemns.

25X1
k. m Jury Duty during the entire month

Couxt.

el 25X1

Chief, Records Adsinistretion Staff 0 ig - DDS | |
Tl - RAO Fevso W

——Q%ié_g "’/’H'U'}xaéa.»f/

25X1 DDs/ (T Nov '63) b LOTTRme, ,
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a CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP
TO NAME AND ADDRESS DATE INITIALS
25X1 1
, | Bxec. Asst. to The D /s
3
4
5
6
ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENCE % | INFORMATION SIGNATURE
Remarks:

Here 1s a report on some of our princlral records
managenent activities for the month of October.
1 will sppreclaste your reaction on the valae of
such reporis o you and the DDS.

25X1

D HERE TO RETURN TO SENDER

ME, ADDRESS AND PHONE NO. DATE

25X1

ation Staff 11/8/63
rGIANRDR7010021 1 RO00EH0090003-3
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